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         September 7, 2007 
WEST VIRGINIA BULLETIN NO: WV-360-7-11   

SUBJECT: Performance Bonus Award Nomination Procedures 

Purpose: To notify all employees of Performance Bonus Award Nomination Procedures   

Expiration Date: This bulletin expires October 19, 2007  

Performance Bonus Award Nominations Due: October 19, 2007 

The Performance Bonus Award Nominations are due October 19, 2007.  Specific 
nomination instructions may be found in West Virginia Instruction No. 360-414.          

As a reminder, award nominations for an “Outstanding” Bonus Award must be 
submitted to Human Resources by the 2nd Friday in October (October 12, 2007) in order 
to be reviewed by the State Conservationist and to be included with all other award 
nominations due by the  3rd Friday in October (October 19, 2007). 

Further information on the NRCS Recognition Program may be found at General Manual 
360, Part 414 attached below.   
 
If you have questions, or need additional information, please contact Karen Fitchett, 
Human Resources Specialist at (304) 284-7552 or E-mail Karen at 
Karen.Fitchett@wv.usda.gov.  

   /s/  William O’Donnell, acting for  

KEVIN WICKEY  
State Conservationist  
 
Dist: E  
Attachments 

mailto:Karen.Fitchett@wv.usda.gov.


Title 360 – State Instructions 
 
WEST VIRGINIA INSTRUCTION NO: 360-414, First Edition   
 
Subject PER: Performance Bonus Award Nomination Procedures   
 
WV414     Purpose 
 
The employee performance rating system is designed to describe positive performance 
with a rating of fully successful, superior or outstanding.  Employees should be 
recognized and nominated for performance of their duties beyond normal expectations.   
The NRCS Employee Recognition Program information is found at General Manual 360, 
Part 414.   
 
All award nominations will be made on the Form AD-287-2 (attached below), 
Recommendation and Approval of Awards.  If you have questions on how to properly fill 
out this form call the Human Resources section for assistance.  NOMINATIONS 
WITHOUT THIS FORM WILL NOT BE CONSIDERED.   The form must be 
completed with the recommended award amount.  A citation summarizing the 
employee’s contribution to warrant the award must also be stated. This citation will 
appear on the award certificate.  
 
If you nominate an employee from outside your work unit the nomination must be sent to 
that person’s supervisor for concurrence before being submitted for approval.  
Supervisors are to comment on nominations they receive for the purpose of providing 
clarification and strength to the written justification.  If necessary, the employee who 
made the nomination should be given an opportunity to revise the nomination with the 
information from the supervisor.   
 

DEADLINES FOR NOMINATIONS 
 

Early Submissions Are Encouraged 
Outstanding Rating – 2nd Friday in October  

Superior – 3rd Friday in October  
Extra Effort – 3rd Friday in October   

Spot Awards – Within 30 Days of the Accomplishment - 
Throughout the year 

 
LATE NOMINATIONS WILL NOT BE CONSIDERED 

 
The following outline details procedures to follow when recognizing staff members for 
their excellent accomplishments to the agency mission.   
 
1.  PERFORMANCE BONUS AWARDS   
 
A.  Outstanding Ratings   
 

(1) The final decision on the rating will be made by the State Conservationist    
(STC) prior to any performance discussion with the employee.  Both the  

             supervisor and reviewer must sign the AD-435A, Performance Appraisal. 
(360-414, First Edition, Amend #1, September 2007) 



 (2) Nominations for Performance Bonus Awards for an Outstanding rating can   
                 only be received from the employee's supervisor and are approved solely by  
                 the STC.   
 

(3) The Performance Appraisal must document, under the Accomplishments  
      section of the AD-435A and B, how the employee exceeded the standard and  
      must be accompanied by a written recommendation.  
  
      The signed AD-435A and the AD-287-2 with appropriate documentation will    
      be submitted to Human Resources for review prior to the STC’s signature.   
 
 (4) Prepare and submit to the Human Resources office your nominations for a  
      Performance Bonus Award for an Outstanding rating by the award deadline.   

 
B.  Superior Ratings 
 

(1) Nominations for Performance Bonus Awards for a Superior rating can only  
be received from the employee’s supervisor.  Employees may not nominate   
their supervisor.  

 
(2) Elements in the Performance Appraisal where the employee has been rated at  

the “Exceeds” level must be documented under the Accomplishment section 
of the AD-435A or B.  

   
(3) The written award justification is to follow the outline provided in General     

                  Manual, Part 414, Subpart D, 414.32; insufficient or unclear written  
                  justification for the award will not be considered.   
 

(4) Non-measurable Benefit Scale guidelines are found in General Manual 360,  
     Part 414, Subpart D, 414.31(b).   

 
2.  OTHER AWARDS 
 
A.  Extra Effort   
 

(1) This award is for recognizing individuals or groups who make significant  
     one-time contributions to the strategic plan, mission objectives, and goals of   
     the Agency and/or Department.   
 
(2) Extra Effort Awards may be given for a specific outstanding accomplishment,    

                  such as a superior contribution on a short-term assignment or project, an act of  
                  heroism, scientific achievement, major discovery, or significant cost savings.  
             The written award justification is to follow the outline provided in General   
                  Manual, Part 414, Subpart D, 414.32; insufficient written justification for the   
                  award will not be accepted.   
 

(4) Non-measurable Benefit Scale guidelines are found in General  Manual 360,    
                  Part 414, Subpart D, 414.31(b).   
  

 
(360-414, First Edition, Amend #1, September 2007) 



B.  Spot Award   
 

(1) A spot award provides immediate recognition to individuals or groups of 
                 employees.  They are to be presented within 30 days of the accomplishments.   
                 Such awards are not to be held until the end of the rating period.  Nominations  
                 that are untimely will not be considered.   
 

(2) Refer to GM 360, Subpart B, paragraph 414.12 Spot Awards and the     
     corresponding Amendments for procedures. 

 
3.  SUBMITTING AWARDS NOMINATIONS: 
 
All nominations are to be received by the Human Resources Section by the deadline date.  
Early submissions are encouraged.  Award nominations will be directed to the 
appropriate official(s) for consideration.  
 
It is expected that those who make a nomination and those who make comments or 
recommendations on awards will maintain complete confidentiality.  Those employees 
who are nominated for an award should not be informed of the nomination unless the 
award is approved and only from their supervisor or other appropriate official.   
 
Be diligent in preparing your nomination.  Consider the necessary comment time your 
nomination will require prior to being received by the Human Resources Office and plan 
accordingly. The deadline date is to ensure timely preparation and processing of cash 
awards and equitable consideration of nominations.  Late nominations cannot receive 
consideration.   
 
If you need any clarification of recognition issues, please contact Human Resources for 
assistance.     
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

(360-414, First Edition, Amend #1, September 2007) 



It is the policy of the Department to ensure that consideration for awards is made without regard to race, color, national origin, religion, sex, age, marital
status, disability or other nonmerit factors.

U.S. DEPARTMENT OF AGRICULTURE
RECOMMENDATION & APPROVAL OF AWARDS

NOTE:  For group awards, attach list of group members.  Show data in Items 2 - 9, and award amount for each payee.
1. AGENCY

CASE NO.  (Personnel Use Only)

2. NAME OF EMPLOYEE (Last, first, middle initial)

3. SOCIAL SECURITY NO. 4. POSITION TITLE 5. PAY PLAN-SERIES/GRADE/STEP

6. ORGANIZATION AND LOCATION 7. PERIOD COVERED FOR AWARD (mm, dd, yy)

From: To:

9. IF AWARD APPROVED, MAIL CHECK TO:

SALARY CHECK ADDRESS

OTHER (Specify address):

(ADDRESS)

8. ACCOUNTING CODE

10. LIST AWARDS OR QSI'S IN THE PAST 52 WEEKS (Specify type of award, amount received, and effective date.)

11. CITATION:  SUMMARIZE EMPLOYEE'S CONTRIBUTION IN 25 WORDS OR LESS.  (This language will appear on the employee's certificate.)

COMPLETE THE APPROPRIATE AWARD SECTION
12. TYPE OF RECOGNITION RECOMMENDED (check one)

 * Attach a description of the contribution or patent notification being recognized and the resulting benefits to the Government.

** Attach a description if the contribution exceeds the moderate benefits.

EMPLOYEE SUGGESTION
OR INVENTION *
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EXTRA EFFORT
AWARD *

SPOT AWARD TIME OFF AWARD ** OTHER *

NO. OF
PERSONS

TOTAL AWARD
(Give dollar
amount / hours,
or value of item)

13. 14. 15.
TOTAL DOLLAR
AMOUNT/HOURS
BASED ON:
(Check
approp.
box)

MEASURABLE
BENEFITS SCALE

ESTIMATED FIRST YEAR SAVINGS

NONMEASURABLE
BENEFITS SCALE

VALUE OF BENEFITS APPLICATION

$

KEEPSAKE AWARD GAINSHARING AWARD
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16. TYPE OF RECOGNITION RECOMMENDED (check one)

* Attach a copy of employee's latest performance rating of record.  Also, attach a justification statement, if required.

PERFORMANCE BONUS
AWARD *

QUALITY STEP INCREASE *

17. DATE OF LAST PROMOTION 18. DATE OF LAST WITHIN GRADE INCREASE AMOUNT RECOMMENDED FOR
PERFORMANCE BONUS AWARD

Certification:  I certify, by my signature in the Recommendation & Approval section below, that the
employee's position description and the performance standards for the positions were thoroughly
reviewed prior to submission of this recommendation; that the employee's performance is outstanding;
and that the performance is characteristic and is expected to continue in the future.

RECOMMENDATION AND APPROVAL

19.

$

20. RECOMMENDING INDIVIDUAL (Signature) DATE

TITLE:

21. REVIEWING OFFICIAL (Signature)

TITLE:

DATE

22. APPROVING OFFICIAL (Signature & Title) DATE

PERSONNEL USE ONLY
23. AGENCY
      CODE/POI

24. DATE
      EFFECTIVE

QUALITY
STEP
INCREASE:

25. TO: (Grade & Step) 26. NEW SALARY 27. RATE PAY RATE DETER-
MINANT CODE

28.

29. PERSONNEL OFFICIAL (Signature & Title) DATE PROCESSEDI certify that the proposed action
is in compliance with statutory
and regulatory requirements

Form AD-287-2 (7/94)

EMPLOYEE IS BEING RECOGNIZED FOR:

This form was electronically produced by Elite and modified
by USDA/ARS/ITD using InForms software.

*U.S. GPO:  1977-516-741/85276
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